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Reverting the Appointment Status 
1. Find the appointment via the schapptbook Person Inquiry: Patient Schedule (All History)  

  
 

 

 
 
  

 
 
 

 
 
 

 
 
 

 
 

2. Right click to Cancel that appointment 

 
 
 

 
 
 

 
 
 

 
 
 

Important 

The appointment status of  Hold should not be used. 

 

   
 

Scheduling and Referrals – 
Troubleshooting –  
Undo Appointment Hold 

This Quick Reference Guide will explain how to: 

Revert the Appointment Status f rom Hold back to Booked(Conf irmed)  
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3. Right click to Undo Cancel 
 
 

 
 
 

 
 
 

 
 
 

 
4. The appointment will be back to the 

Booked(Confirmed) Appointment Status, 

action the appointment as required f rom 
here  
 

 

 

 

Viewing Appointments that are put on Hold 
 

See Schapptbook for one of  the following Location Inquiries, f iltering for the 
Appointment Status of  Hold and your appropriate Location / Location Group: 

• Appointment (All Statuses) by Location 

• Appointment (All Statuses) by Location Group 

 
 

Handy Hint 

 

If  you come across this error while attempting to action the appointment, a user with a Clerk Supervisor EMR 
position will be required to use the following conversations f rom PMOff ice on that encounter in order to f lip it 
back to a Referral / PreReg encounter. 

1. Cancel Discharge 
2. Undo Check In 

 


